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View & Process Referred Candidates – Closing Out a Certification 

 

1. Go to: http://www.neogov.com/ 

2. Click on the Login link in the upper-right-hand corner   

3. Enter your Username and Password 

4. Click on the My List link in the upper-right-side (displays all referred lists for the Hiring 

Manager)  

5. Review all columns of information. Notice that there are 2 links.   

6. Click on the Print link in the Applications column for the specific requisition.  Applicant contact 

information is based on when the application was received by this office. 

 

Process all Candidates – as a Hiring Manager/Liaison 

 

7. Click on the View link in the Candidates column for the specific requisition  

 

 
 
 
 

 

  



 

8. Review list details at the top of the page  

 

 
 

 

 

  



 

View Your Action Options: 

Schedule Interview, Make Offer, Hire or Reject 

 

9.  Place a check mark in the box next to the name of the candidate you want to take action on, 

then select the action from the action box. 

 

 
 

Make a Hire – Selecting a Candidate as Hired  

 

10. Place a check mark in the box next to the applicant’s name that you would like to HIRE. 

      Select Hire from the Action dropdown, click on Go. 

 

 

 
 

  



11. Update appropriate date fields and enter comments.   

12. Click on the No Approvals  

13. Click on Save and Release button at the bottom of the screen, the applicant is marked as 

hired and moved to the Hired section and your HRD Analyst receives an email that a HIRE action 

has been entered into the system. 

 

 
 

 

  



 

14. The selected candidate is now in the Hired area. 

 
 

15. Reject a Candidate 

 
 

  



 

16. Select the appropriate Rejection Reason  

 
 

17. Then Select Save and the system will return you to your referral list 

 
 
  



 
  



 

Tabbed View (default view) 

 
 

List View 

 


